
New ITEIP Data Management 

System Reports 

(as of 10/3/2009) 

Logo courtesy of the Department of Social and Health Services Infant Toddler Early Intervention Program funded by the Individuals with Disabilities Education Act.

The Old Data Management System Reports are on the ITEIP Web Site – Data 

Management System Training – ITEIP Reports. The new reports are also on the 

Web site - Data Management System Training – New Reports (Added 10/3/2009) 
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Roles In The ITEIP Data 

Management System

Logo courtesy of the Department of Social and Health Services Infant Toddler Early Intervention Program funded by the Individuals with Disabilities Education Act.

3



4

ITEIP Data System Roles & Responsibilities
Super System Administrator (ADSA, contractor) -1)Perform updates to the code and database (through 
scripts), plus all rights to update and change all System components.

Database System Administrator (ADSA IS DBA) – 1)Add/Update database components and fields.

ITEIP Administrator (R sanders, C Shelley, D West)  They can 1) View aggregate data by reports, 2) view 
detailed information, 3) proxy as anyone, 4) get all reports, and 5) update Basic Code Tables through 
administrative procedures. 

Local Lead Agency System Administrator (User Administration within own service area) - They can 
add/update/inactivate users, 2) Add/update agency and agency information, 3)Agencies , 2),    3) Plus Rights 
of LLA System Administrator. Update User Addresses, 4) Add Users to agencies, 5) Change User passwords, 
6) Assign Managers to people.

ITEIP Staff (Can access all information when requested by ITEIP, the lead agency or an FRC)– 1) View 
aggregate data by reports, 2) view detailed information, and 3) get all reports. 

Local Lead Agency Manager - 1) View all reports within service area and agencies, and 2) Proxy as any 
FRC within service area.

Lead FRC - 1) View all reports for data within agency, 2) Proxy as any FRC in agency.

FRC - 1) Has full edit rights to the entire record of a child that they are the FRC of, 2) View Child data for those 
children that the FRC is the FRC for or any children that the FRC is a team member (with view or edit rights), 
3) Can add/remove team members to a child’s record, and 4) Can add a data entry person to a child’s record.

Service Provider/Team Member

(If granted Data Entry access to a child) - Can view and update all data entered for a child, i.e. act as proxy.

(If granted Edit access to a child) - Can view all data entered for a child, edit evaluations and ongoing  
assessments, edit medical information, and edit Outcomes and Services.                                                       

(If granted View access to a child) - Can view but not edit all data entered for a child,.
(If granted No Access to a child) - Cannot view or edit any System data entered for a child.

Local Lead Agency Data Entry - Can proxy as any FRC or all FRCs within agency, but can be denied 
access to a specific child by the FRC of the child, if required.

Proxy Data Entry - Granted proxy data entry rights for a child by the FRC. This is done on the Team 
Members screen.  These proxies can enter data for the FRC and have full edit capabilities for the specific 
child.



Using ITEIP Data Management 

System Administration to add 

staff

Logo courtesy of the Department of Social and Health Services Infant Toddler Early Intervention Program funded by the Individuals with Disabilities Education Act.
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To add staff or a team member to the to 

the ITEIP Data Management System, first 

you need to add them through an 

administrative function.  This is done by 

an administrator assigned at the Local 

Lead Agency.  After they have been added 

by the administrator, the FRC can set up 

their role.

Note: Consent to add team members needs to include parental 

agreement and understanding of team members and roles within the 

ITEIP Data Management System for individualized records.
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Your ITEIP 

Today 

Screen will 

have your 

name on it 

and if you 

have 

administrati

on rights 

will have 

ADMIN here.
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To access the 

Administration 

screens, you  

point your 

cursor to 

Admin and 

click left button 

on  mouse.
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Point your cursor to Add New 

and click left button on  

mouse.
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Firstname Lastname

When you have entered the 

name,  point your cursor to 

Continue and click left button on  

mouse.

Enter the name here.

Middle
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Firstname Lastname

Physical Therapist

Firstname.Lastname

.

******

******

If you don’t want them to see your 

General Inquiries list, do not enter an 

agency or any information     here!

Make sure this is None for the team member being added

When you 

have 

entered the 

information, 

click  Save.

Make sure to check No if this 

team member is not an FRC!

Dr Jones name 

has been 

entered.  Now 

you must enter 

the other 

required 

information.
Middle

Make sure to check Yes if this 

team member is to have access 

to the System

. Make sure a 

background 

check has been 

completed

Click on 

this to add 

Logon ID.

Enter 

password

Make sure 

to enter the 

agency.
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No data entered

******

******

MiddleFirstname Lastname

Firstname.Lastname

.
Physical Therapist

When you get 

the “Staff 

successfully 

saved!” 

message you 

are done, so 

click Exit.
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The role the team 

member is to have, 

can now be set up by 

the FRC.  If they are 

the Primary Contact 

for the child, indicate 

so here. If they are to 

receive paper copies 

of the child/family 

information, indicate 

so here.  The rest of 

the roles establish 

the access and 

change ability to the 

child/family  

information that 

resides on the ITEIP 

Data Management 

System.
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This is what it look 

like on the Team 

Member screen.
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Reports

Logo courtesy of the Department of Social and Health Services Infant Toddler Early Intervention Program funded by the Individuals with Disabilities Education Act.
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The following reports have been selected at 
random.  Some of the  reports are from the test 

system and others from the production (live) 
system, but the live data has been modified for 
privacy reasons. The data in the reports is not 

current and in some cases not accurate.  The data 
was created to demonstrate reports features.
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To access the 

new  Data 

Management 

System 

Training - - New 

Reports.



The Reports 

Menu screen 

can be 

accessed 

through 

Reports on the 

ITEIP Today 

screen.
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Management Reports, 

COSF 

Reports

FRC Workload 

Management 

& Tools

ITEIP uses 

these reports 

for federal 

and state 

reporting.

FRCs can 

access these 

reports.

Managers 

and Lead 

FRCs can 

access these 

reports.

ITEIP 

Management 

Reports

Federal 

Reports
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The following are the specific types of reports that will be 
addressed on the following pages

Session- 1

Logo courtesy of the Department of Social and Health Services Infant Toddler Early Intervention Program funded by the Individuals with Disabilities Education Act.  

Session 2

Session 3

New FRC Reports

New Administration Capability

Management Reports

43
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New FRC Reports
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The reports 

included in 

this training 

are 

designated 

with a  

The others 

are in Data 

Management 

System 

Training --

ITEIP 

Reports 

FRC Workload 

Management 

& Tools
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The new reports 

are different than 

the older ones.  

To put in a date, 

you can type it in 

or click on the 

box and select 

the date.
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Click on one of 

the date boxes 

and select the 

wanted dates.
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The new reports 

can be printed in 

a PDF (Acrobat 

reader formatted) 

or in Microsoft 

Excel format.
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If you are the 

Lead FRC of 

Manager, you can 

display 

information for 

the whole lead 

Agency (Service 

Area).
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If you are An 

FRC,  you can 

display 

information for 

your children.



You can view all of the FRC Training by selecting Lesson 1 or select the training you want to 
start with by clicking on the appropriate lesson.

Lesson 1

Click below 
for Lesson

Lesson  5

Lesson  2

Lesson  3

Lesson  4

Lesson  6

Lesson  7

Lesson  8

Lesson  9

Click below 
for Lesson

Training for the nine new FRC reports are included here.  Click on the appropriate lesson 

to go to that specific training.  The other reports training is available on the ITEIP Web 

site as well. 29



Child Progress 

Notes report, 

lists the 

Progress 

Reports 

entered.

Existing Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report

New Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report
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Step 1 –

select the 

date range for 

the report.

Step 2 – If 

available you 

can select 

State-wide, 

Service Area 

or FRC, 

depending 

who has 

logged in and 

is requesting 

the report

Step 4 Select 

if you want 

the report 

displayed in a 

PDF of Excel 

format.

View the 

report, and if 

this is what is 

needed,

Then Print 31



This report 

displays a list of 

the requesting 

FRC’s active 

children.

This report has 

no criteria.  The 

report is based 

on the currently 

logged-in user.

The report shows 

child ID, name of 

child, type of 

IFSP (“R” –

active or  “T” -

transitioned), the 

IFSP stage 

(Interim, Initial, 

Team 

Amendment, 

Annual), the 

completion % of 

the 

Evaluation/Level

s of Functioning 

fields, and the 

ITEIP eligibility  

date the child 

was made 

eligible for ITEIP 

services.
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33

You will get all 

the progress 

notes entered by 

the FRC, Agency 

or Service Area 

selected.



This report 

displays 

children with 

their services 

and providers 

based on the 

completed 

IFSP date 

range, service 

area, selected 

agency, or 

FRC. 

Existing Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report

New Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report
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This report 

displays 

children with 

their services 

and providers 

based on the 

completed 

IFSP date 

range, service 

area, selected 

agency, or 

FRC. 
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This report 

displays 

children with 

Medicaid 

Funding.

Existing Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report

New Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report
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The Children with 

Medicaid Funding 

Source Report

This report 

displays children 

with Medicaid 

Funding Sources 

and their Personal 

Identification 

Number (PIC) 

based on the 

birthday date 

range, service 

area, selected 

agency, or FRC. 
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This report 

displays how 

many children 

count in 1 to ? 

Domains.

Existing Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report

New Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report
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A count of children 

and how many 

domains for each.

The Children that 

Qualify for 

Domains Count 

displays the count 

of children based 

on the count of 

domains they 

qualify for filtered 

on the Evaluation 

date, service area, 

selected agency, 

or FRC.  
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Children that 

have other 

than English 

spoken in the 

home.

Existing Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report

New Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report
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This report 

displays a list of 

families with 

languages spoken 

in the home when 

different than 

English based on 

the birthday date 

range, service 

area, selected 

agency, or FRC. 
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Names of 

children and 

the associated 

FRCs that have 

transferred 

from one FRC 

to another.

Existing Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report

New Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report
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FRC Transfer 

Report

This report 

displays the 

number of FRC 

Transfers by 

client based on 

the date range, 

service area, 

selected agency, 

or FRC 
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Names of 

children that 

currently have 

IFSPs.

Existing Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report

New Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report
44



Current IFSPs

This report 

displays the 

current IFSPs by 

date range, 

service area, 

selected agency, 

or FRC. 
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Names of 

children and 

their funding 

sources.

Existing Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report

New Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report
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This report 

displays a list of 

Children and the 

Funding 

Sources on all 

of their services.
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The ITEIP 

Compliance 

Report and the 

children 

associated 

with the report.

Existing Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report

New Report

Existing Report

Existing Report

New Report

New Report

New Report

New Report
48



This report Shows 

the number of 

completed, 

overdue, and 

timely records for  

Service Start 

(Indicator 1), Initial 

IFSP (Indicator 7), 

Transition 

Conference, and if 

child potentially 

eligible for Part B 

(Indicator 8C). It 

also shows If IFSP 

with Transition 

Steps and Services  

(Indicator 8A) and 

Notification to the 

Local Education 

Agency (LEA) 

(Indicator 8B) have 

been completed. 

Optionally you can 

display  

compliance 

information about 

6 month reviews 

and Annual IFSPs. 49



To select a just a 

compliance 

counts for 

Indicators 1, 7 

and 8A, 8B and 

8C, in step 3 

select Required

for Indicator 

Type: and No for 

Show Details:. 

If you want 

compliance 

counts and the 

associated 

children select 

Yes for Show 

Details:. And if 

you want to 

include 6 month 

review and 

Annual IFSP 

compliance 

information 

select All for 

Indicator Type:.
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This report 

displays the 

compliance 

counts for 

Indicators 1, 7 

and 8A, 8B and 

8C, and is 

obtained by 

selecting   

Required and  

No for Show 

Details: in Step 

3. 
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If you want 

information 

about 6 month 

review and 

Annual IFSP 

compliance, 

select All and  

No for Show 

Details: in Step 

3. This report 

displays a list of 

Children and the 

Funding 

Sources on all 

of their services.
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And if you the 

associated 

children names 

included in this 

report, select  

Yes for Show 

Details: in Step 

3. 
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There are no new 

Federal Reports. To 

access the training for 

the Federal Reports,  

select Data Management 

System Training -- ITEIP 

Reports 
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55

To access the 

Federal Report 

training, go to 

the ITEIP Web 

site and select 

Data 

Management 

System 

Training - -

ITEIP Reports.



There is one new 

Administration 

Reports for those 

that have 

administration rights 

for your agency
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57

To access the 

new 

Administration 

capability 

training, go to 

the ITEIP Web 

site and select 

Data 

Management 

System 

Training - - New 

Reports.



If you have 

Admin at the top 

of your screen, 

you will be able 

to get the new 

are  a manager 

or agency Data 

System 

Administrator 

you can get the 

new Bulk Client 

Transfer , 

Administration 

Report
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This Bulk Client 

Transfer capability  

provides you with 

the ability to 

transfer more than 

one child at a time 

to a new FRC when 

necessary
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When you want to 

transfer more than 

one child, enter 

your 

Service Area, 

Agency, 

Source FRC,

select the children, 

select the 

destination FRC, 

answer “Did the 

parents of the 

selected children 

agree to change 

FRCs? “ , 

fill in the date of 

the transfer and 

fill in Why Change 

FRCs?, 

then select Save 

and the children 

will be transferred 

to the FRC in the 

Destination FRC 

box.
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There are no 

new 

Management 

Reports

61



62

To access the 

Management 

Reports 

training, go to 

the ITEIP Web 

site and select 

Data 

Management 

System 

Training - -

ITEIP Reports.



The End
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